SUPERVISOR RESPONSIBILITIES 




In addiiioa lo ibc genera! learn respcnsibilitlcs, supervisors are also rcsponsLlrlc for: 

■ Schetfnling learn members 

— Daytime retail and nigbctioic club appearances 

• Team vehicles: 

--Mosiaogs: Oil change after 3.000 miles. On!/ supervisor may drive and provide parking 
— Cargo I^ans: Supervisor rcsponsibilsty. May sign oiher samplers on on*! provide parting 



Coordinaiing dnilyi'nighily proir.oLioriaJ sei-up ar.c clcin-np 


Problemsolving 

--rield any questionslcoticcrns from retailers club inanajers. patrons, etc. 
--Re/er all media questions to Philip Morris (Media Rafcrral Card) 


• Jilerctindis t management 

--Oversee warchousedocts ; 

• -Team unifurms {it homcD 

--Transport malerials to each promotion (via cargo van) 

—CoinDiunicaticn with GMR Warehouse Ln Milvaukes 

—Utilize Club Merebandise & Retail Incentive Recoaciliation l-orms 

^ r 

* Reporting 

--Sctiedujes [with TLW) -Sign-In Sheet (Hand-cul) — SampIciSiirvey Card Coxint horm (Uand-om) 

— Expense ttaching —CooipUtcd Surveys Sheet (Hand-Oaiy -CIub.'Rclai] Reconciliation Forms (Hand-out) i 

♦ Communications 

-Cell Phones. Seepers. l-800-3B2-6l{i7 (GMR Direct) 
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Source: https://www.industrydocuments.ucsf.edu/docs/mnpn0004 
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TEAM TRAXrsriNG 


ADMINISTRATIVE REQUIREMENTS 


' Wai-ebouse/InvcQfory 

--Tlire« sbipoicBis {tcntaii'viB arrivat dues): 

L May 24 /Jorc 13 

I. June 29 

J, August 3 

--Responsible for: 

•Rcceip c 
•[jiDcniory 
•■J ustificaiicm 

• SaitkpSe Irackiiig 
--Sample on-siic traakLag 
--Weekly tally eouni 

--Ort« pact per sampled consumer 
--Da i>ot Ekc'c out cafions Ls rcuilcrs 

* Surveys 

--Club vs. Retail (Samples') 

-•Consumer musty fill out surveys eompletclv (PermaiteQt address...nut shared 
—ConsntneT must chcct “Yes" where asked if they are a .smoker 
—Supervisor must mail survey cards "WSEXLY to the following addresses' 

Club Survey Cards 
Customer Survey Tecbnologia.s 
42&0 Spring Valley Rd. 

Dallas, TX 75244-3616 
Atlcnlion; Mr. C. Dcnigcr 
Fed. Ex. labels provided 


Players CompuleT 
20 Constance Court 
Hauppauge, N.y, 11768 
Attention: Christian Kropic 


Source: https://www.industrydocuments.ucsf.edu/docs/mnpn0004 
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TEAM XRAITSrtlVG 
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ADMINISTRATIVE REQUIREMENTS 


Schediiiing 

--TLW to cyeate weekly sampler scbadates In eanjoactioD wLih supervisor 
“-Calendar or events (Kand-oai) 


-Typical week-end bonrs: 

Thursday; SPM - Midntghi 
Friday: 3PM Midntgbl 


Saturday: 

Sunday; 

Monday; 


Noon - 4PM 
SPM - Midnisbl 
Noon - 4PM 


— Holiday week-cnJ kour.s; 

Friday; 3PM - Midniglu Monday; Noon - 4PM 

Saiurdp.y: SP.Vl - Midnigiii 

Sunday: Noon - 4PM 

aPM - Midnight 

NOTE; Thursday lugtl 3PM - Miilrngbt during Memorial week-e-nd only. 


* Vehicles 

—Ford Mustang: May only be driven by supervisor who is responsible Cor parking, mileage tracking, and at\ 
oil ebaage every 3,000 miEes. 

—Cargo Van: Supervisor to acquire, designaie driving samplers, designate parking and ensure van 
availability for merchandise iransporiation from warehouse to promotioos. 

• Reporting Suwmary; 

--Sign-In Shed (Supervisors & Samplers) 

--Completed Surveys Sheet (Supervisor Sl Samplers) 

— Samplc/So'-vey Card Count Form (Supervisor) 

—Club Merchandise Roconcilialion Form (Supervisor) 

— Retail Incentive Reconciliation Form (Supervisor) 


I 
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